
NebFile for Business  
DEMO 

Sales and Use Taxes 
Form 10 - Single Location 

These PowerPoint slides demonstrate how to e-file Form 10 using 

NebFile for Business when filing for a single location. 



Start at the Department’s home page, www.revenue.ne.gov. Under “Online 

Services, For Businesses,” click on the “File Your Return” button.   
If you need assistance, you can contact the Department at  

800-742-7474 (NE or IA) or 402-471-5729. 
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http://www.revenue.ne.gov/


Click on the “Sales and Use Taxes” box. 
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Click on the “File Form 10” box.   
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Note:  If you have used NebFile, the PDF you printed or saved shows 

your PIN.  If you do not have a copy of a return and do not know your 

PIN, contact the Department for assistance. 

• Enter your state sales tax ID number as your User ID. 
 

• Enter the PIN shown below the NE ID number on your Nebraska Sales and 

Use Tax Return, Form 10. 
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http://www.revenue.ne.gov/contact.html


Click on the “Login now” button. 
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• The My Apps screen will display tax programs you are licensed for that 

are available in NebFile for Business. 
 

• This program contains help screens with additional information.  Click 

on the “     ” icon to access a help screen. 
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The Tax Period page allows you to: 
 

1. Select a tax return to complete or file. Any current or delinquent return that 

has not been filed or processed is available. 
 

2. View, print, or save returns that have been filed since December 2006.   

Move your mouse so the cursor on the screen is positioned over the tax year 

to show the tax months available.  (continued) 

1. 

2. 
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The Tax Period page allows you 

to: 
 

3. Cancel your Nebraska ID 

number.  Check the box if 

your business has 

permanently closed or has 

been sold to a new owner.  
 

• You must complete and 

file a return in order for 

this information to be 

transmitted to the 

Department. 
 

4. New owners must apply for 

their own sales tax permit. 
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Example:  A business closed on June 15.  On June 20, the taxpayer is completing 

their monthly sales tax return, which is due that day.  They check the box to cancel 

their Nebraska ID number and submit the return.  The return they just completed is 

actually for May 1 through May 31.  A final return will need to be completed in July 

to report the sales tax information for June 1 through June 15, the date the 

business was closed. The first day the June return can be submitted is July 1. 

Note: You may need to file a final return on or before 

your next scheduled return due date. 



Use the drop down menu to select a return to file. 
 

• Returns shown in the drop down box have not been filed. 
 

• In the example above, the March 2013 return has not been filed.  

It can be filed at this time. 
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• Once you have selected a tax period, click the “Save/Next” button at the 

bottom of the screen to begin filing. 
 

• As you file, use the “Save/Next” button to move forward in the filing 

process and to be certain the information you have entered is saved. 11 



• Tax preparer information is required when e-filing Form 10. 
 

• If your location and/or mailing information has changed, 

click on the “blue links” to update our records. 12 



Items shown in blue, and the State, may be changed.  Be sure to review 

and update this information if it has changed. 
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To have an e-filing reminder sent to the email address shown 

above, check the box and select a date.  The email will be sent 

before the next return is due. 
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Click on the “Save/Next” button. 
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• Jurisdictions you have reported within the last 12 months will be shown.  If one is 

shown that you have not collected tax for during this period, you may leave the 

row blank. 
 

• The program defaults to have you enter the Amount Subject to Tax, and then it 

calculates the tax for you.  
  

• Or, click on either of the “Enter Tax” links to enter the  amount of tax you collected.  

The program will calculate the Amount Subject to Tax for you (see the next slide).   
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If you decide you would like to enter the amount subject to tax, click on 

either of the “Enter Amount” links to switch back to the default. 
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For additional information regarding a specific tax rate, 

move your mouse over the rate. 

Move mouse over .010 rate 
to see additional information 
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To add additional jurisdictions, use the drop down box 

or start typing the jurisdiction name. 
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Once the jurisdiction information has been entered, click on the  

“     ” button to add the jurisdiction and to move it into Schedule I. 
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When all the jurisdictions you have collected tax for are entered, 

click on the “Save/Next” button to continue filing. 
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• It is not necessary to make an entry on this page, unless you lease motor 

vehicles to others for periods of more than 31 days. 
 

• If there are records to show that you lease motor vehicles to others for periods 

of more than 31 days, you are required to make an entry on this page, even if 

you have nothing to report for this processing period. 

Motor vehicle leases do not apply to most taxpayers. 
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Click on the “Save/Next” button. 
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Amounts may be entered on lines 1, 2, and 4 (see next slide), or the 

worksheet may be used (worksheet shown on slide 26) to calculate 

net taxable sales and Nebraska use tax. 
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• Items shown in blue may be changed on this screen. 
 

• To make changes to the items shown in grey, you must go to 

the appropriate Schedule. 
 

• You may continue to the summary from here by clicking on 

the “Save/Next” button. 
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As an option you can click on the blue link circled above to use 

the worksheets for Net Taxable Sales and Use Tax calculations. 26 



This screen shows the 

Optional Worksheet 

which may be used to 

help calculate lines 1, 2, 

and 4 on Form 10. 
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• The worksheet is in two parts: Net Taxable Sales Tax (shown here); and 

Nebraska Use Tax. 
 

• Click on “   . ” to display additional information and links to more specific 

regulations and guides (see the next slide). 
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Click on “  . ” to collapse the detailed information shown. 
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• Amounts entered on the 

worksheet can be moved 

to lines 1, 2, and 4 of 

Form 10 by clicking the 

“Move values below to 

Form 10” button. 
 

• The worksheet may be 

printed or saved.  You 

may also choose to close 

the worksheet and return 

to Form 10 without moving 

the entered values. 
 

 

 

Note: To retain a copy of 

the worksheet, you must 

print or save this screen.  

It will not be available at the 

end of filing. 

30 



• Items shown in blue may be changed on this screen. 
 

• To make changes to the items shown in grey, you must go back 

to the appropriate line or Schedule. 
 

• You may continue to the summary from here by clicking on the 

“Save/Next” button. 
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• This Summary displays all entered and calculated amounts. Review it, and 

if changes are necessary, return to the Form 10 and Schedules. 
 

• Use the circled navigation bar to return to specific forms and schedules to 

make corrections. 32 



• The bottom half of the summary screen displays only the totals.  
  

• To make changes, return to the Schedule 1 or MVL, respectively.  

Use the navigation bar (see previous slide) to return to specific 

forms and schedules to make corrections. 
 

• Once the “File Return” button is clicked, your return has been filed.  

Changes may be made to the return until the due date. 
 

Note: If you make changes to a filed return, you must click the “File Return” 

button again to receive a new reference number.  After the due date, no 

changes can be made to a filed return using this program. 
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• Your return has been filed.  Once a reference number is received, 

the filing is complete.  
 

• Click on the “Create PDF to Print or Save” button to review a copy of 

your return.  The copy may be printed or saved to your computer. 34 



• Your PIN is 

located below the 

Tax Cat.  
 

 

 

• The Reference 

Number confirms 

successful filing of 

this return with the 

Department 

Note: Print or save 

this copy of Form 10 

for your records. 
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Print or save this copy of Schedule I for your records. 
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Note:  If the return is restarted, you must complete the filing again 
and receive a new reference number issued by clicking “File Return” 
as shown on the summary page (see slide 33). 

A current tax period return is not processed until the due date. 
 

• Changes may be made to your return until the due date of the return. 
 

• Returns being filed for previous tax periods cannot be changed using this 

program.  A paper amended return must be filed if a change is necessary. 
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• Clicking on the “Restart Return” button will begin the return again. 
 

• Make the necessary changes and file the return again. 
 

If the return is restarted, you must complete the filing again and receive a 
new reference number issued by clicking “File Return” as shown on the 
summary page (see slide 33). 
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• The reference number shown on this page is only for filing of the return. 
 

• Paying the taxes shown on the return is a separate process (see next slide). 
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When filing is complete, choose a payment option. 
 

• Use e-pay. Free program where the state withdraws funds from your bank 

account based on the information you provide.  
 

• Credit Cards. Work with Official Payments Corporation to make a payment 

using a credit card. Official Payments will charge a convenience fee. 
 

• Checks or Money Order.  If you are not mandated to e-pay, you may send a 

check or money order along with the voucher, which you will receive when you 

click on “Checks or Money Order” in the options above. 
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The State also offers other payment options. Review other options by 

going to “Make A Payment” from the Department’s homepage.  
 

Other options include: 
 

• ACH Credit. You work with your bank to deposit funds into the 

State’s bank account. 
 

• Tele-pay. Pay by phone. 
 

• Payment Plan. Work with the Department to pay your balance due. 
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http://www.revenue.ne.gov/electron/bus_e-pay.html


• You can e-pay and then come back to this screen to file more returns. 
 

• When you have completed filing a return, click “Exit” to return to the login 

screen.  It is not necessary to close the browser to start a new return. 
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• Receive notification of changes to our website using the 

free web-based email subscription system. 
 

• Set up a profile – enter your email address, optional 

password, and select the topics of interest.  
 

• You can change your profile at any time by adding or 

deleting topics, changing the frequency of email alerts, or 

changing your email address. 
 

• No special software – all you need is a valid email 

address and an Internet browser! 
 

Try it out! 

Subscription Service 
Powered by 
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http://www.revenue.ne.gov/subscribe.html
http://www.govdelivery.com/


For questions about 

NebFile for Business 
or Sales and Use Taxes,  

see www.revenue.ne.gov, 

or  
contact the Department at 

800-742-7474 (NE or IA) 

or 402-471-5729. 
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